Terms of Reference (TOR)

Terms of Reference (TOR) for Designing of 10 Livelihood workspaces in PG IO
Kamrup, Assam

Title Designing of 10 livelihood workspace across Kamrup, Assam
No. of 2no’s (5 no's of sites for each consultant)

consultants

Scope per Existing Workspace Upgradation design

consultant

Timeline 7 Weeks for each consultant

e B. Arch with a minimum 5-year practical experience

Expected area of e Experience in designing small scale projects

expertise e Proficiency in creating detailed architectural plans, drawings, and

specifications.
e Knowledge of sustainable and energy-efficient design principles and

practices.

Apply Link https://forms.gle/8NEheWUS7NSCkM529

Last Date for 2" November 2026, 5 PM

Apply

About SELCO Foundation

SELCO Foundation’s mission is to create a platform of solutions that uses sustainable energy as a catalyst
to bridge environmental sustainability and poverty alleviation. With holistic development as the primary
focus, the organization strives to create equitable societies, where services are accessed by all communities.
The interventions of SELCO lead to a sustainable delivery model of essential services like livelihoods,
education, and health till the last mile.

(Read more about SELCO here: http://www.selcofoundation.org/)

About Built Environment Program

The aim of the built environment program is to democratize access to design of livable habitats to address
poverty and climate challenges in a climate-stressed world by integrating energy optimization through an
ecosystem approach. Underserved communities are usually at the receiving end of the worst impacts of
climate change coupled with improper ventilation, natural lighting and thermal conditions; the cost of building
resilience and comfort is generally high. The overall energy performance of built environments is influenced
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by people, units and climate. Hence, innovations need to integrate energy optimization in the application of
technologies and the environment of built spaces.

1. Project Summary
The aim of the program is to identify and support rural entrepreneurs across the Kamrup districts of
Assam with Decentralized Renewable Energy (DRE), Energy Efficiency (EE) and Built Environment (BE)
solutions to accelerate the social and economic change to build resilience of remote, vulnerable and
disconnected communities in Assam.
Goal:
e Short Term Goal: To improve the incomes and well-being of the entrepreneurs in the State
through energy efficiency and built environment solutions
o LongTerm Goal: To generate evidence-based loan products for energy and built environment for
rural entrepreneurs in Assam

The entrepreneurs supported through this project undertake livelihoods under different categories
including food processing, retail services, manufacture, production, textile, and crafts etc. They use ad-
hoc/kuccha orin-home workspaces to do these livelihood activities, sometime with outdated machinery
or manually. This results in reduced productivity and income as drudgery and an ill-suited built
environment hamper the workflows. SELCO Foundation is developing climate smart Built Environment
solutions to address the problem statements to improve their livelihood activities. Existing designs
which have been templatized by SELCO Foundation can be used for the design of new workspaces. The
end-user requirements and the budget for each of the workspace’s designs have also been mapped,
which can directly inform design decisions.
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Scope of Engagement:
This Terms of Reference calls for the engagement of 2 Architects, each assigned a distinct sites in Kamrup,
Assam. Each architect is responsible for 5 site each:
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Upgradation of Existing Workspaces

10 existing sites

= Site visit and condition assessment
= Upgradation strategy document

= Drawings as required per site

= 3D visualization (post-upgradation)
= Bill of Quantities (BOQ)

= During the construction, can provide three site visits per site and provide snag report

Design requirements:
All designs — both new builds and upgradations — must integrate the following principles:

e Natural Light & Ventilation: Maximise daylight penetration; design for cross-ventilation responsive
to Assama's climate (high rainfall, humidity, cool conditions).

o Thermal Comfort & Indoor Air Quality: Thermal mass, appropriate insulation, shading devices, and
openings designed to maintain comfortable indoor conditions. For specific livelihoods (e.g. jam or
juice processing), indoor temperature targets such as <27°C should guide design decisions around
false ceilings, insulation, and controlled ventilation.

e Ergonomics & Workflow: Workspace layouts based on the specific livelihood process — material
flow, machinery placement, and human movement to reduce drudgery and improve productivity.

e Aspirational & Contextual Aesthetics: Designs should look livelihood-specific, locally rooted, and
aspirational — not generic. Finishes, colours, signage, and spatial quality should reflect the end-
user's pride in their business.

e Local and Cost-Effective Materials: Prioritise locally available, sustainable building materials
appropriate to the site's budget and the Northeast Indian climate.

e Renewable Energy Integration: Design provisions for solar photovoltaic, solar water heating, or
other DRE systems as identified in the user requirement documents.

e Safety and Accessibility: Ensure safe egress, structural integrity, hygienic finishes, accessible
design, and compliance with applicable local building byelaws.

o Adaptability: Use modular, flexible design approaches that can accommodate changing needs and
future expansion.

2. Goal
This Terms of Reference (TOR) is to invite architects to develop designs for 10 livelihood workspaces

3. Scope of Work

l. Site visit & Analysis, Understanding project context and user requirement, livelihood workflow
and budget of each project:
Conduct site visits to all 10 sites. For upgradation sites, document the existing condition, identify BE
deficiencies, and understand what the end-user wants improved. Conversations with end-users are to be
facilitated by the SELCO ground team.
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1. Preparing concept, design and drawings
Prepare and present a Concept Design Strategy document for each new site as well as strategy for
upgradation sites. Prepare the design and detailed drawings needed for construction after the initial concept
designs are verified. Ensure the designs and promptly shared and feedback are incorporated in the same
time. Detail of selected furnitures like counters, storage and display, etc needed.

Prepare an Upgradation Strategy document for each of the 10 sites. The strategy should be graphical and
communicable to a nhon-technical end-user. Each strategy must cover proposed interventions across the
following categories (not all will apply to every site):

. Space rearrangement within the existing envelope to improve workflow and ergonomics

= Interaction elements: display units, display-cum-windows, work counters, chairs and tables,
storage systems

. Indoor environmental control (IEC) measures as needed: false ceilings, window closures, roof
insulation, ventilators, shading

= Finishing improvements: wall paints, countertop materials, flooring, hygiene-related finishes
= Front facade and entrance treatment to improve visibility and identity
. Branding elements: business boards, painted signage, facade treatment

Upgradation strategies must be vetted by SELCO and the end-user (facilitated by the ground team) before
proceeding to drawings.

. 3D visualization
Develop 3D visualisation (realistic renders not mandatory) for new designs and upgradation sites. The 3D
visualisation will be used to communicate with end -ser about spatial quality, as well as other interior
elements like counters, storage & display, equipment etc.

V. Bill of Quantities
Prepare itemised BOQ for each workspace, including material quantities, structural and finishing elements,

and furniture. Aligned to end-user budget provided by SELCO Foundation.

V. Review and Feedback
Include feedback from SELCO team on designs before moving into the next stage.

V. Final Design and Documentation
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Include and incorporate feedback from the SELCO team at each stage before proceeding to the next.
Orientation and discussion sessions to be held at every stage. Deliver all final drawings, BOQs, and
documents in both editable and PDF formats.

4. Listof deliverables and timelines

Prepare drawings as required by the nature of each upgradation (not all
drawing types mandatory for every site). Minimum one annotated plan per site.
May include:

Existing vs. Proposed Plans / Sections

Furniture and workflow layout

Details for specific interventions (openings, roofing, cladding, etc.)
®  BoQ for Upgradation

SL. No Items Timeline
01 Site Visit & Analysis Week 1
Prepare a Site Analysis Report covering:
P ) Y P & ) Week 2
e  Sijte context, access, and surroundings
e Topography, orientation, wind and sunlight analysis
e EXxisting built fabric and available materials
e Understanding of livelihood process and end-user requirements
Prepare an Upgradation Assessment Report for each, covering:
e  Existing condition survey - structure, envelope, services, spatial
organisation
e [dentification of critical deficiencies affecting livelihood productivity,
safety, and comfort
e Opportunities for natural light, ventilation, and energy improvement
02A Upgradation Strategy Week 3
5 Upgrad s J . . ud (Ground team to vet the
repare a radation Strate ocument foreach 5 sites, including: . .
P pg & g new design with end
e Proposed interventions — graphical representation users and get feedback —
e Prioritisation of interventions against budget parallel activity)
e Phasing strategy
SELCO review and feedback to be incorporated before proceeding to next step
02B Detailed upgradation drawings Finalisation and BOQ Week 4-5
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03 Consolidated review and Final Handover Week 6 -7
Incorporate  SELCO Foundation review comments on all drawings and
documents. Submit final complete drawing set, BOQ documents, and all
deliverables for all 10 sites in both editable and PDF formats.
Note
e Orientation and discussion sessions to be held with the SELCO Foundation at every stage of the
process.
e The designs produced will be a part of an open-source design repository
5. Timelines:

7 weeks for completing the deliverables from the signing of agreement.

Eligibility Criteria:

B.Arch degree from a recognised institution;

Minimum 5 years of practical post-qualification experience in architectural design and construction
documentation.

Demonstrated experience of at least 2 completed projects in small-scale livelihood workspaces,
rural housing, or similar low-budget context-sensitive projects (sample drawings and photographs
to be submitted as portfolio evidence).

Proficiency in preparing detailed architectural drawings, sections, electrical layouts, and 3D
visualisations using CAD / SketchUp / Revit or equivalent software.

Knowledge of sustainable and energy-efficient design principles, with demonstrated application in
projects.

Ability and willingness to conduct field visits to rural / peri-urban sites in Assam familiarity with
Northeast Indian construction context preferred.

Prior experience working with NGOs, development sector organisations, or social enterprises is
desirable

7. Selection Criteria:

The proposal will be evaluated based on the following general areas:

Agency will be evaluated based on prior work experience/ portfolio. Ensure sample projects with
similar concepts are submitted for evaluation.
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Agency to have a qualified team with relevant experience. Resumes of team working on this project
to be submitted for evaluation.

Agency to demonstrated knowledge of sustainable, climate-responsive, and energy-efficient design
Prior knowledge of working with NGOs.

The financial proposal will be evaluated based on approach & work plan, prior work experience,
expertise, cost, and proposed payment terms. Detailed breakup to be provided for each
component.

SELCO Foundation will have the authority to determine and select 2 applicants from this ToR based on
the selection criteria and selection/rejection will be communicated.

8. Payment Terms:

Fixed as per the agreement between consultant and SELCO Foundation. Please provide your proposal and

quotation for the above-mentioned program requirements. Capture Timelines and Split cost wherever

possible.

1. Please provide a break-up of the costs as agreement quotation for the service provided on an official
letterhead with signatures and stamps, wherever needed.

2. Kindly mention your name, address, contact information along with correct bank details and
signature in the agreement quotation.

3. Please note that the prices quoted by the consultant are firm, final, and binding and not subject to
variation on any account.

4. The quotation is inclusive of all necessary taxes and applicable costs.

5. Other than the proposed amount, no additional amounts will be paid for fuel, phone charges, etc.

6. Deliverables need to be submitted as per the given timeline or before the expected date.

7. Quotation must be submitted on official letterhead with signatures and, where applicable,
organisational stamps. Include full name, address, contact information, and bank details.

8. Payment for field travel from State capital (Guwahati) can be reimbursed

a) Payment Timeline:

First payment instalment: 30% Advance

Second payment instalment: 20% Finalisation of upgradation drawings of 5 sites
Third payment instalment: 20% Finalisation of conceptual design for 5 sites
Fourth payment instalment: 20% Finalisation of design drawings for 5 sites
Fifth payment instalment: 10% All deliverable completed
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9. Toapply

Interested consultants / organizations, with relevant experience (please include samples and/or references
of the previous similar work as proof of experience) and based out of India are requested to reach out with a
detailed proposal giving a brief on the methodology and the process they will uptake for this project, including
design remuneration (per. Sq.ft), milestones and submit the same via
https://forms.gle/SNEheWUS7NSCkM529 on or before 2" November 2026, 5 PM.

Any further queries may be sent to procurement@selcofoundation.org with the subject line: " Designing of
10 livelihood workspaces across Kamrup, Assam "

Refer Terms and Condition:
1. Sub-contracting:

In the event that the Consultant requires the services of subcontractors to perform any obligations
under the Contract, the Consultant shall obtain the prior written approval of the Foundation. Any
rejection or non-performance of the subcontractor shall not, in and of itself, entitle the Consultant
to claim any delays in the performance, or to assert any excuses for the non-performance, of any of
its obligations under the Contract, and the Consultant shall be solely responsible for all services,
obligations and deliverables performed by its subcontractors

2. Quality Assurance

The data submitted to Selco Foundation should be accurate, complete, reliable and relevant.
Consulting agency shall establish additional layers for data cleaning and submission.

3. Financials & Reporting

TDS will be deducted on the fixed amount as per Income Tax Act and Rate of Percentage. In
accordance with the Central Board of Direct Taxes circular No. 7 of 2022 dated 30th March, 2022
in relation to the clarifications with respectto Section 114AAA of the Income-tax Rules, 1962, failure
to link Aadhar number to the PAN card and/or failure by any person, who falls within the income tax
bracket or otherwise, to file tax returns in relation to payment of TDS for any service (in accordance
with Section 206AB and 206AA) and/or an inoperative PAN card will result in a 20% tax deduction.

4. Indemnification

Both parties shallindemnify and hold its Trustees, Directors and representative officers, employees,
agents harmless from and against any and all claims, demands, actions, losses, liabilities, charges,
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damages, costs and expenses (including but not limited to reasonable attorney's fees) arising out of
or resulting from (1) any claims arising in connection with activities undertaken by both parties in
connection with the project or (2) Consultant's gross negligence or willful misconduct or breach of
any undertaking, covenant, representation or warranty contained in this agreement and/ or the
actual infringement of any patent, trademark, copyrights, trade secret or any other intellectual
property right of the third party.

5. Patent, Copyright and other Proprietary Rights

.Except asis otherwise expressly provided in writing in the Contract, the Foundation shall be entitled

to all intellectual property and other proprietary rights including, but not limited to, patents,
copyrights, and trademarks, with regard to products, processes, inventions, ideas, know-how, or
documents and other materials which the Consultant has developed for the Foundation under the
Contract and which bear a direct relation to or are produced or prepared or collected in
consequence of, or during the course of, the performance of the Contract. The Contractor
acknowledges and agrees that such products, documents and other materials constitute works
made for hire for the Foundation.

.Subject to the foregoing provisions, all documents, reports, recommendations, documents, and all

other data compiled by or received by the Consultant under the Contract shall be the property of the
Foundation, shall be made available for use or inspection by the Foundation at reasonable times
and in reasonable places, shall be treated as confidential, and shall be delivered only to the
Foundation's authorized officials on completion of work under the Contract

.The Consultant will treat all information given to him/her as information with proprietary value and

will not disclose the same to competitors or any outsiders. The Consultant will not at any time,
except under legal process, divulge any trade or business secret relating to the Foundation or any
customer or agent of the Foundation, which may become known to him by virtue of his position as
consultant, save in so far as such disclosure shall be necessary in the interest and for the benefit of
the said Foundation and will be true and faithful to the Foundation in all dealings and transactions
whatsoever relating to the said Foundation.

iv.Reports or other data that are developed specifically for the performance of this Contract shall be

the property of the Foundation and the Consultant shall deliver reports and data to the Foundation
as per the milestones. Dissemination of the reports and any information from the said contracts
shall be done with written approval from the Foundation.

6. Publicity, use of name & Logo of the Foundation:
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The Consultant shall not advertise or otherwise make public for purposes of commercial advantage
or goodwill that it has a contractual relationship with the Foundation, nor shall the Consultant, in
any manner whatsoever use the name, emblem, logo or official seal of the Foundation or that of
SELCO in connection with its business or otherwise without the written permission of the
Foundation.

7. Observance of Law: Compliance with Laws and Regulations: The Consultant will comply with all
applicable laws, rules, regulations and statutory requirements and amendments thereof, in the
manufacture and distribution of products and supplies and in providing services to the SELCO and
during the term of this Agreement.

Child Labor: The Consultant will, its parent entities, partners or subcontractors nor any of its
subsidiary or affiliated entities (if any) is engaged in any practice inconsistent with the rights set
forth in the Child Labour (Prohibition and Regulation) Act of 1986, which, inter alia, requires that a
child shall be protected from performing any work that is likely to be hazardous or to interfere with
the child’s education, or to be harmful to the child’s health or physical, mental, spiritual, moral, or
social development.

Forced Labor: The Consultant will not engage in any activity that will result in forced or compulsory
labor under applicable laws including the Bonded Labour System (Abolition) Act, 1976,

Abuse of Labor: Consultant will act in accordance with applicable laws and regulations and will
not violate the rights of labourers as stated in The Factories Act, 1948 and similar legislations.

Working Hours, Overtime, Wages and Other Benefits-Working hours, wages and benefits shall be
provided by the Consultant to its staff and employees in accordance with applicable laws
including the Minimum Wages Act, 1948.

Declaration of blacklisting: Consultant represents and warrants to SELCO that, as on the date of
signing of this Purchase Order, it is neither blacklisted/ debarred nor it is under a declaration of
ineligibility by Central / State or Semi-Government Organization/Department or Institutions and
Public Sector Undertakings in India and abroad. The Consultant further undertakes to duly inform
SELCO in the eventitis blacklisted subsequent to execution of this Purchase Order.

Compliance with Anti-bribery Laws: Consultant and each of its directors, officers, employees,
agents or other ( collectively referred to as "Consultant" ) represent and warrant that it shall not
either directly or on behalf of SELCO Foundation give, offer, promise to offer, or authorize the offer,
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directly or indirectly (proxy bribing), anything of value (such as money, shares, goods or service,
gifts or entertainment) to government officials, government customers, potential government
customers or foreign government officials including officials of any public international
organizations or officials of any political party either in India or abroad ("Officials") with an Intent to
influence any act or decision in his or her official capacity Induce the Official to do or omit to do
any actin violation of his or her lawful duty to obtain any improper advantage, or Induce to use such
Official 's influence improperly to affect or influence an act or decision.

The Consultant shall not provide any offering, promising, giving or receive, solicit or accept a
financial or other advantage, or any other thing of value, with the intention of influencing or
rewarding the behaviour of a person in a position of trust to perform a public, commercial or legal
function to obtain or retain a commercial advantage.

The Consultant understands and acknowledges that any non- adherence to the warranty as stated
herein above will be violation of the provisions of the Indian Prevention of Corruption Act,1988 and
other applicable laws and legislations ("Anti-bribery Laws").

In addition, Consultant agrees to promptly report to SELCO Foundation of any incident of breach
or potential breach of this section.

Compliance with Sexual Harassment of Women (Prevention, Prohibition & Redressal) Act, 2013
(PoSH): The Consultant shall agree to adhere to the mandates prescribed under the Sexual
Harassment of Women (Prevention, Prohibition & Redressal) Act, 2013, which requires all
workplaces to have a Policy and Internal Committee to address complaints of sexual harassment
that women may face at the workplace.

8. Termination:

Either party may terminate this contract by giving a notice in writing to the other party stating their
intention to terminate the same on the expiration of Seven (7) days from the date of such notice. In
addition, the Foundation may also terminate this contract forthwith in the event of any fraud,
misconduct or neglect of duties on the part of the Consultant. Any notice to be given hereunder shall
be sufficiently given to the Consultant if forwarded by registered post or by Courier Service to the
last known postal address of the Consultant and shall be sufficiently given to the Foundation if
similarly forwarded to the registered office. Upon the termination of this contract and payment of
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the said fees due up to such termination, and payment of all disbursements and out-of-pocket
expenses incurred up to the date thereof (provided the same have been incurred after obtaining prior
approval), the Consultant shall deliver all deeds, documents and paper in his possession relating to
the business of the Foundation or as the Foundation shall direct, and shall continue to afford him all
reasonable assistance for concluding pending matters at the date of such termination without
making any charge thereof.

9. Force Majeure:

.Force majeure as used herein means any unforeseeable and irresistible act of nature, any act of war

(whether declared or not), invasion, revolution, insurrection, terrorism, or any other acts of a similar
nature or force, provided that such acts arise from causes beyond the control and without the fault
or negligence of the Consultant

.Inthe event of and as soon as possible after the occurrence of any cause constituting force majeure,

the affected Party shall give notice and full particulars in writing to the other Party, of such
occurrence or cause if the affected Party is thereby rendered unable, wholly or in part, to performits
obligations and meet its responsibilities under the Contract. The affected Party shall also notify the
other Party of any other changes in condition or the occurrence of any event which interferes or
threatens to interfere with its performance of the Contract. Not more than fifteen (15) days following
the provision of such notice of force majeure or other changes in condition or occurrence, the
affected Party shall also submit a statement to the other Party of estimated expenditures that will
likely be incurred for the duration of the change in condition or the event of force majeure.

.On receipt of the notice or notices required hereunder, the Party not affected by the occurrence of a

cause constituting force majeure shall take such action as it reasonably considers to be appropriate
or necessary in the circumstances, including the granting to the affected Party of a reasonable
extension of time in which to perform any obligations under the Contract.

iv.If the Consultant is rendered unable, wholly or in part, by reason of force majeure to perform its

obligations and meet its responsibilities under the Contract, the Foundation shall have the right to
suspend or terminate the Contract on the same terms and conditions as are provided for in this
Contract.

v.Both the Foundation and the Consultant fully and freely intend to create an independent Contractor

relationship under this Contract. Nothing herein shall be deemed to establish a partnership, joint
venture, association or employment relationship between the parties. Both parties agree that the
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consultant has the right to sole and exclusive control over the manner and means employed in
performing their activities under this Contract.

10. Settlement of disputes:

i.The Parties shall use their best efforts to amicably settle any dispute, controversy, or claim arising
out of the Contract or the breach, termination, or invalidity thereof.

Any dispute, controversy, or claim between the Parties arising out of the Contract or the breach,
termination, or invalidity thereof, unless settled amicably, within sixty (60) days after receipt by one
Party of the other Party’s written request for such amicable settlement, the matter shall be referred
by either Party to arbitration in accordance with the Arbitration and Conciliation Act, 1996. The
venue of the arbitration shall be at Bangalore. Likewise, the jurisdiction will vest with courts in
Bangalore.



